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This tutorial will focus on the biggest change to WebGrants – the new Online RosterOnline Roster.   
More flexible than ever, schools have literally hundreds of ways to customize their 
roster display.  This tutorial is made up of 9 different lessons (listed on the left of the 
screen).  You can click your left mouse button to advance       
through each slide. 

Welcome to WebGrants, the California Student Aid Commission’s internet based 
school user interface to the Cal Grant Delivery System.  The Commission has been 
working hard to enhance this valuable payment tool to better meet the needs of 
participating schools.  

To exit the tutorial at anytime, click the              button on 
your browser toolbar.

Enjoy the show and have fun, we hope you like the changes 
we have made!  See you on the Internet!
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Why Make Changes?Why Make Changes? Same and Different Old vs. New
A New LookA New Look

Requested by schools
Issues we heard the most:

“Get the “not here” students off my roster!”
“How can I view multiple terms at the same time?”
“We want to have options for viewing and sorting our 
records”

The new online roster will be ready mid to late 
April 2003 (date still tentative)

Why did the Commission decide to make these 
changes?

When will these changes take effect?
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Why Make Changes? Same and DifferentSame and Different Old vs. New
A New LookA New Look

Many of the feature of the online roster will remain the same as
they were on the Legacy WebGrants System. 

• Reporting payments
• Reporting need
• Adding students to 

the roster
• Viewing student 

payment history
• Adjustment reason 

codes and pay stat 
codes

• Error messages

What’s the Same? What’s Different?
• Custom sorting & 

filtering of roster data 
• Ability to view multiple 

terms at the same 
time 

• Ability to search the 
roster

• One roster screen 
instead of two 

• Option to print your 
own roster
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Same and Different Old vs. NewOld vs. New
A New LookA New Look

What are some of the differencesdifferences you notice?  What is the samesame?

Why Make Changes?

New WebGrants - Online Roster

Old Legacy WebGrants – MSCA Screen
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Open BrowserOpen Browser Roster Main MenuWeb site Logging In
Accessing the RosterAccessing the Roster

◆ To use Web-
Grants, users 
must have 
access to the 
Internet 
through an 
Internet 
Service 
Provider (ISP) 
or Intranet 
link.  

◆ Users must 
also have a 
compatible 
web browser 
such as 
Netscape 
(version 6.2.3 or 
higher) or 
Internet 
Explorer
(version 5.5 or 
higher). 

WebGrants is a browser based program.  Start by opening your browser 
application (Internet Explorer or Netscape).
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Open BrowserOpen Browser Roster Main MenuWeb siteWeb site Logging In
Accessing the RosterAccessing the Roster

◆ WebGrants is 
an Internet 
Secured Site 
and 
Information is 
only available 
to authorized 
users. 

◆ The “https” in 
the address 
indicates that 
this is a 
secured site. 

Type the WebGrants web address into the address field on your browser’s 
toolbar.
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Open Browser Roster Main MenuWeb site Logging InLogging In
Accessing the RosterAccessing the Roster

◆ In order to 
access 
WebGrants for 
inquiry or 
update, your 
school must 
be a 
participant in 
the Cal Grant 
programs and 
have a current 
security 
agreement on 
file with the 
Commission. 

◆ For more 
information 
about security 
agreements 
for WebGrants 
call  1-888-
294-0148.

Log into WebGrants by typing your user name and password into the sign-in 
box (remember that user names and passwords are case-sensitive)
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Open Browser Roster Main MenuRoster Main MenuWeb site Logging In
Accessing the RosterAccessing the Roster

◆ To use Web-
Grants, users 
must have 
access to the 
Internet 
through an 
Internet 
Service 
Provider (ISP) 
or Intranet 
link.  

◆ Users must 
also have a 
compatible 
web browser 
such as 
Netscape 
(version 4.0 or 
higher) or 
Internet 
Explorer
(version 4.0 or 
higher). 

From the WebGrants homepage, you can navigate to the Roster Main Page 
by clicking on either the Roster link in the options box, or on the navigation 
bar at the top of the page.
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Customize Roster click here   
to modify the roster display by 
changing data elements, sort 
criteria and filter.

Display Roster click here         
to display students on the roster

Print Roster click here to print the CSAC Standard Roster on standard 
8.5”x11” paper on your default printer.
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Display RosterDisplay Roster Search Field Search Results
Searching the RosterSearching the Roster

◆ Make sure 
that the 
correct school 
code is listed 
in the School 
ID field. 

◆ Rosters are 
academic year 
specific.  
Select the 
appropriate 
academic year 
from the 
academic year 
drop down 
box.

◆ The CSAC 
Standard 
Roster format 
will always be 
available to 
schools.  No 
student 
records are 
filtered out of 
the Standard 
Format.

Click on the Display Roster link on the Roster Main Page to display the 
Display Roster page.
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Display Roster Search FieldSearch Field Search Results
Searching the RosterSearching the Roster

◆ The Search 
function will 
cause the 
roster to jump 
to the first 
record that 
meets the 
criteria 
entered into 
the Search 
field.  It is not 
a filter.  For 
example, 
searching for 
the last name 
Smith will 
jump to the 
first Smith
record, yet the 
user will still 
be able to 
view all other 
student 
records as 
well 
regardless of 
last name.

Click the Search Roster drop down list to select a search criteria.  Type the 
criteria to match in the field next to the dropdown box and click the <GO> button.
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Display Roster Search Field Search ResultsSearch Results
Searching the RosterSearching the Roster

◆ The Search 
Roster 
function will 
only search 
the roster for 
the school ID 
currently 
displayed in 
the School ID 
field.  It will 
not search 
records not 
already listed 
on the current 
school’s 
roster.

The search result will display as the first record listed.  To return to the original 
roster listing, clear out the search criteria box and click the <GO!> button again.
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Renewal Need Payments Deleting Transactions
Reporting Payment TransactionsReporting Payment Transactions

◆ Close the pop-
up box by 
clicking the 
<X> button in 
the upper left-
hand corner of 
the window.

Click the View History link on the student name bar to open a pop-up box 
linked to the student’s payment history.
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Renewal NeedRenewal Need Payments
Reporting Payment TransactionsReporting Payment Transactions

◆ Before 
reporting any 
payment 
transactions 
for a Renewal 
student 
(including 
posting a 
leave of 
absence), 
schools must 
determine if 
the student 
has enough 
need for the 
Cal Grant 
award.

◆ Renewal 
students must 
have a 
minimum of 
$100 of 
renewal need 
to eligible for 
continued Cal 
Grant 
benefits.

Report a renewal student’s need by typing the need amount (rounded down 
to the nearest $10) in the Annual Need field and clicking the <SAVE> button.  
The reported need will remain a pending transaction (PTX) until the 
Commission’s weekly processing.
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Renewal Need PaymentsPayments
Reporting Payment TransactionsReporting Payment Transactions

◆ When 
reporting an 
adjusted 
payment, 
users can 
click on the 
Adj Reason 
Code link on 
this page to 
view a pop-up 
box with 
descriptions of 
each of the 
available 
adjustment 
reason codes.

Report a student’s Cal Grant payment by selecting “PD” from the Pay Code 
drop down field or by typing an adjusted amount in the Adj Amount field and 
and selecting an adjustment reason code from the Adjustment Reason Code 
drop down box and clicking the <SAVE> button. The reported payment will 
remain a pending transaction (PTX) until the weekly processing.
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Renewal Need Payments
Reporting Payment TransactionsReporting Payment Transactions

◆ To change a 
renewal 
student’s 
reported 
annual need 
after the 
Commission’s 
weekly 
processing 
has run, use 
the Adj Need
field.

◆ To change a 
student’s 
reported 
payment after 
the 
Commission’s 
weekly 
processing 
has run, use 
the Adj 
Amount and 
Adj Reason
fields.

To delete an already reported payment transactions before the Commission’s 
weekly processing begins (usually Thursday night), check the Delete Txn box 
and click the <SAVE> button.

A New Look

Custom 
Codes

Accessing   
the Roster

Introduction

Searching    
the Roster

Reporting 
Payment 

Transactions

School 
Changes

Customizing         
the Roster

Additional 
Resources

Payment History Deleting TransactionsDeleting Transactions



Agenda

The NEW Online RosterThe NEW Online Roster
School ChangesSchool Changes

◆ Students not 
on your roster 
will display the 
School 
Change 
Required link.

◆ Clicking on the 
School 
Change 
Required link 
will display a 
pop-up 
window that 
displays 
instructions on 
how to 
complete a 
school 
change.

To view a record for a student not on your roster, type the student’s Social 
Security Number in the SSN field and click the <GO!> button.
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◆ To request a 
school 
changes and 
report a 
payment at 
the same 
time, select 
“PD” from the 
Pay Stat drop 
down list and 
click the 
<SAVE> 
button. 

Complete a school change by selecting “SC” from the Pay Code drop down 
field and clicking the <SAVE> button. The school change will remain a 
pending transaction (PTX) until the weekly processing.
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Uses Custom Code 5
Custom CodesCustom Codes

◆ Custom code 
fields are 
specific to the 
school, 
meaning if one 
user at a 
particular 
school inputs 
a custom code 
into field 1, all 
other users at 
the same 
school will see 
the same 
code in field 1. 
Once a 
student 
transfers to 
another 
institution, any 
custom codes 
entered into 
these fields by 
the previous 
schools will be 
erased. 

Custom codes can be used by schools to flag students for any reason.  The 
Student Aid Commission performs no edits or validation on the entries in 
these fields, they are for school use only.   Each of the 5 custom code field 
can accommodate 2 alpha or numeric characters.  

A New Look

Custom 
Codes

Accessing   
the Roster

Introduction

Searching    
the Roster

Reporting 
Payment 

Transactions

School 
Changes

Customizing         
the Roster

Additional 
Resources

DescriptionDescription Examples



Agenda

The NEW Online RosterThe NEW Online Roster

UsesUses Custom Code 5
Custom CodesCustom Codes

Some of the ways schools can flag students 
using the custom codes include:
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• Students not attending your school
• Students new to the roster
• Divided caseloads
• Verification of eligibility
• Reconciled versus un-reconciled payments
• SAP reviewed
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Uses Custom Code 5Custom Code 5
Custom CodesCustom Codes

◆ One way to 
use this option 
would be to 
identify 
students who 
are new to the 
roster. Start 
by updating all 
custom code 
fields 5 with 
an code such 
as “OR” for 
“on roster.” 
Any student 
who is then 
added to the 
roster after the 
weekend 
processing will 
not have a 
code in that 
field and can 
be easily 
recognized.

The Update all records with custom code field allows users to update, with 
the same code, custom code field  5 for every student on the roster.  
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Uses Custom Code 5
Custom CodesCustom Codes

◆ From this 
example you 
can see that 
for the first 
student listed:

• SM are the 
initials of the 
financial aid 
counselor 
assigned to 
this student; 

• The student is 
attending this 
school 
(custom code 
field 4 is 
blank); and

• The student is 
not new to the 
roster this 
week (custom 
code field 5 
has the code 
“OR”).

Here is an example of how one school might decide to use their custom codes:  
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Creating a Custom Roster
Customizing the RosterCustomizing the Roster

◆ WebGrants 
users can 
create and 
save up to 5 
customized 
roster profiles.

◆ The CSAC 
Standard 
Roster format 
will always be 
available to 
schools and 
cannot be 
modified.

◆ Customized 
roster formats 
can be deleted 
from this page 
by checking 
the box in the 
Delete column 
that 
corresponds 
with the roster 
to be deleted.

Depending on their needs, users may find it necessary to view rosters that 
exclude or include certain data elements as well as modify the filtering and 
sorting of records.   

After customizing a roster view, users can enter and save their display 
criteria into roster profiles that are stored on this page.  This profiles can be 
selected later for easier and quicker access to data.  To create a customized 
roster, click on the Add New Format link on this page.
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Creating a Custom RosterCreating a Custom Roster
Customizing the RosterCustomizing the Roster

◆ Do NOT use 
special 
characters 
such as 
apostrophes, 
hyphens or 
slashes in the 
Roster Format 
Title.  Only 
letters and 
numbers 
should be 
used.

◆ Examples of 
special 
characters: 
!@#$%^&*():”

1) Create and type a name for the customized roster you are creating.  If you 
would like this roster to automatically be the first listed on the Display 
Roster Page, click the Yes radial button next to Preferred.
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Creating a Custom RosterCreating a Custom Roster
Customizing the RosterCustomizing the Roster

◆ You can 
select the 
order in which 
the data 
elements will 
appear on the 
Display Roster 
Page.  Use 
the <Move 
Up> and 
<Move Down> 
buttons to 
alter the 
appearance 
order.

◆ Highlight and 
use the 
<Remove 
Data 
Elements> 
button to 
remove any 
data elements 
you no longer 
want to view 
on this 
customized 
roster.

2) Highlight the data elements in the left column and click the <Add Data 
Elements> button to move it too the Data Elements Selected column and 
to select it for viewing on this customized roster.
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Creating a Custom RosterCreating a Custom Roster
Customizing the RosterCustomizing the Roster

◆ To sort the 
records in a 
customized 
roster by any 
term specific 
data elements 
such as Pay 
Code, 
Adjustment 
Amount, etc. 
only one term 
can be 
selected.

◆ If the 
<Continue> 
button is not 
selected, the 
roster format 
cannot be 
saved.

3) Select the terms you wish to display.   Click the <Continue> button to 
populate the sort drop down lists with the data elements you selected.
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Creating a Custom RosterCreating a Custom Roster
Customizing the RosterCustomizing the Roster

◆ Each selected 
sort criteria 
can be sorted 
in either 
ascending or 
descending 
order.

4) Users can select up to 6 data elements to sort on, in cascading order, 
with the First Sort Preference being the primary sort field.  Select a data 
element to sort by from the sort drop down list.
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Creating a Custom RosterCreating a Custom Roster
Customizing the RosterCustomizing the Roster

Examples
◆ To display only 

students with 
Cal Grant A 
awards check 
the “A” box next 
to Program 
Code.

◆ To display new 
dependent 
students, check 
the “New” box 
and “Dependent” 
box.

◆ To display 
renewal students 
with no annual 
need yet 
reported, type a 
“0” in both the 
from box and to 
box next to 
Renewal Need.

5) Check boxes in this section to limit the records that will be displayed by 
this customized roster.  
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Creating a Custom RosterCreating a Custom Roster
Customizing the RosterCustomizing the Roster

6) Filter student records using the values you may have entered in the 
custom code fields by either excluding or including certain values.
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◆ The filter   
criteria for the 
custom codes 
can include 
wildcards.      
For example:

◆ Excluding “**” 
in a custom 
code field will 
display all 
records that 
have a null  
value in that 
field.  

◆ Including “A*”   
in a custom 
code field will 
display all 
records that 
have an A-
value in them 
such as Alice 
and Audrey. 

SM
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Creating a Custom RosterCreating a Custom Roster
Customizing the RosterCustomizing the Roster

7) Click the <Save Roster Format> button to save the roster format just 
created.  The “Roster Format successfully save” message will appear.
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◆ WebGrants 
users can 
save up to 5 
customized 
roster formats 
at one time.  If 
all 5 formats 
are used, a 
message will 
pop-up when 
attempting to 
save the 6th

roster that 
advises the 
user to delete 
a existing 
format before 
saving a new 
format.
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Creating a Custom RosterCreating a Custom Roster
Customizing the RosterCustomizing the Roster
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• Sort by student SSN rather than name
• Filter students paid or not paid
• Exclude students not in attendance 

(using custom code)
• Filter CC Reserve recipients
• Filter students with limited eligibility
• Many more…

How can we use customized 
roster profiles?

◆ Creating, 
saving and 
viewing 
customized 
rosters is not 
required.  
Schools can 
continue to 
use the CSAC 
Standards 
Roster without 
using the 
customization 
features.
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Creating a Custom Roster
Customizing the RosterCustomizing the Roster

To display a customized roster, click the Display Roster link from the 
Roster Main Menu or the WebGrants navigation bar.  Select the 
customized roster to display from the format drop down list and click the 
<GO!> button.
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◆ Make sure 
that you do 
not limit the 
criteria on 
your 
customized 
roster format 
too much or 
when 
displayed it 
will not return 
any records.
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Additional ResourcesAdditional Resources

• WebGrants User Guide
– Requests for the WebGrants user guide can be emailed 

to otdtraining@csac.ca.gov
– The Guide will be emailed to you as an Adobe Acrobat 

file (file extension .pdf) 
• New WebGrants Tutorial

– A self-paced tutorial that walks users through the 
functions that have been demonstrated here.

– Requests for the .pdf tutorial can also be  emailed to 
otdtraining@csac.ca.gov

• Additional Questions
– CSAC Help Desk (888) 294-0148


